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How do | approve access to ABCS?
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Step 1: Complete Background Check




Before a user may access ABCS, a background check should be
submitted and completed on the individual by an existing ABCS
user or administrator on the account.

For new accounts, DFPS staff must initiate the background check
for the initial user before completing the approval steps.

For additional instructions on submitting background checks in
ABCS, see:

« Using ABCS resource document or

« ABCS User Guide

**The background check must indicate the individual is cleared
to work in the capacity requested in order to be approved for
access to ABCS*™

\_ Step 1: Complete Background Check




e
Step 2: Approve Request to HHSC Portal
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After the user has
registered for a new
HHS Enterprise Portal
account, you will
receive an email
indicating a request
for access has been
made for an
organization you are
listed as the
designated approver
or agency sponsor of.
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*+=+* THIS EMAIL HAS BEEN GENERATED FROM THE TEST ENVIRONMENT ****
Hi,
Tester has requested access to the HHS Enterprise Portal. You have received this email because vou have been identified as his’her Supervisor.

Dlease follow the link below to process this request:
https:/hhsportal. hhs state.tx.us

review the HHS Exfterprise Portal Web Help https:/hhsportal hhs state tx us/iam/mvportalhelp and FAQs
https://hhsportal hif state tx.us/iam/portal footer?fromFooter=faq. For further help or if vou believe vou have received this email in error, notify the
HHS Enterprise Poftal Team.

You must respond E‘ithin five calendar davs or the request will be cancelled. If vou have anv questions regarding how to complete this action, please

Thank vou,
HHS Enterprise [djntity and Access Management

Please note: Replvikg to this email will not be considered as approvalivejection for this request. Any such emails sent to this address will be ignored.

(1. Click the link to |

the HHS Enterprise
Portal
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Sign In

Username [ |

Password

Forgot Username?
EZ Foe P

New to the portal? 'REGISTER [» ]

Click here to sign Acceptable Use Agreement (AUA)

Notifications I

o

Review Request

(@ Approval required for new user registration. Expires 11/05/2016 04:29 PM.

¢E The HHS Enterprise Portal is a secure, easy-to-use interface for accessing or requesting access to dozens of state

applications, services, and assets. View Details
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https://hhsportal.hhs.state.tx.us/

Review Request

Add Details

MNotes (*Required only if you deny the request)

Maximum character length is 500

Close m

Fields appearing with an asterisk™ cannot be left empty.

-® b Personal Information

\_ Step 2: Approve Access to HHSC Portal

Prefix
First Name®  Tester
Middle Mame
Last Name®  Name
Suffix
Preferred Name
Personal Email
b Enterprise Portal Information
Usemame*  Tester1234
User Type*  Partner Employee
Organization Name  Test ABCS Org
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The requestor will
receive an email

for HHS Enterprise
Portal access has been
approved.

The requestor will use
login credentials
provided to complete
registration steps for
portal access and
submit a request for
access to ABCS.

[ ] & [

indicating their request
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**** THIS EMAIL HAS BEEN GENERATED FROM THE TEST ENVIRONMENT ****
Hi,

Welcome to the HHS Enterprise Portal! Your account is active and ready for use. Access the portal using the following link:
https://hhsportal hhs_state tx us

Use the following credentials to sign in:
Usemame: Usernamel23
Temporary Password: Temporary123

After accessing the portal for the first time, wou will be required to change vour temporary password and create security questions. If vou have any
questions regarding how to complete this action, please review the HHS Enterprise Portal Web Help https:/hhsportal hhs state tx us/iam/mvportalhelp
and FAQs https:/ihhsportal hhs state tx us/fiam/portal footerfromFooter=faq. For further help or if vou believe vou have received this email in error,
notify the HHS Enterprise Portal Team.

Thank wou,
HHS Enterprise Identity and Access Management

Please note: Replving to this email will not be considered as approval'vejection for this veguest. Arny such emails sent to this address will be ignored.
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Step 3: Approve Access to ABCS
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will receive an email
indicating a request
for ABCS access has Requestfor: Johany Test

Application: ABCS (DFPS Automated Background Check System)
been made for an Follow the link below to act on this request:

O rga n iza ti O n yo u a re https://hhsportal bhs state trus

Hi,

***= THIS EMAIL HAS BEEN GENERATED FROM THE TEST ENVIRONMENT ***=

You have recefved this email because vour response is required to complete the following access request:

. You must responfl within five calendar davs or the request will be cancelled. If you have any questions regarding how to complete this action, please review
l] S te d a S t h e the HHS Enterpri§e Portal Web Help https:/hhsportal hhs. state tons/iam/myportal’help and FAQs hitps:/bhsportal hhs. state tx us/iam‘portal footer?

designated approver | ... |
or agency sponsor of, | TUT e

1. Click the link and login to
the HHS Enterprise Portal

a

fromF ooter=faq. For further help or if vou believe you have received this email in error, notify the HHS Enterprise Portal Team.

rejection for this request. Any such emails sent to this address will be ignored.
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Sign In

Username [ |

Password

Forgot Username?
EZ Foe P

New to the portal? 'REGISTER [» ]

Click here to sign Acceptable Use Agreement (AUA)

| Notifications

( ABCS access request for is waiting for your approval. Expires 10/09/2016 11:47 AM.

£k The HHS Enterprise Portal is a secure, easy-to-use interface for accessing or requesting access to dozens of state applications, services, and assets.

Review Request

View Details
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https://hhsportal.hhs.state.tx.us/

Request#
System:
Requested By:
Requested For:
Request Date:
Request Type:

@ First Name;
Johnny

Middle Name:

Last Name:
Test

Date of Birth:
FOOOOOON0K

Identification Type: *

SSN

H0000000000

ABCS
Johnny Test
Johnny Test

New Access - ABCS access request for Johnny Test is waiting for your apy

Identification No: * ()

Agency Account ID: *

History

Comments (Maximum characler length is 250)

!

Deny

Add Details

Notes (*Required only if you deny the request)

Maximum character length is 500

4

\_ Step 3: Approve Access to ABCS

Close m
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Once approved, the
request will be run
through additional
validation processes
including verifying a
background check has
been completed for the
user on the specified
account.

If request passes
additional validation,
the requestor will
receive an email
notifying them of the
approval.
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Hi,

Your request for access to ABCS has been granted.

Please sign in to the application using the following criteria:

Usemame:

Password: Not Provided

Comments (if anv):
Instructions: Not applicable

If vou have anv questions regarding how to complete this action, please review the HHS Enterprise Portal Web Help

https-/ hhsportal hhs state tx us/iam/mvportalhelp and FAQs https:/last hhsportal hhs state tx us/iam/portal/ footer?fromFooter=faq. For further help

or if vou believe vou have received this email in error, notify the HHS Enterprise Portal Team.

Thank vou,
HHS Enterprise Identity and Access Management

Please note: Replving to this email will not be considered as approval/rejection for this request. Any such emails sent to this address will be ignored.
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The requestor will log into the HHS Enterprise Portal and

click the ABCS link under Applications to begin using ABCS.

Welcome, 1  Sign Out

HHS Enterprise Portal #%

l :
| ’ [EXAS
Home | Delegate | My Profile | My Orders 7

Health and Human Services System

Access Management Broadcasts

Motifications
WManage Access

View Agreements

Applications

Report Abuse

ABCS

\_ Step 3: Approve Access to ABCS
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Step 4: Add User to ABCS




For ABCS users outside of DFPS only, an additional step of adding
the approved user to ABCS must be completed by the account
administrator or DFPS staff before the individual can access and

submit background check for the account.

1. From the ABCS tab bar, W
select Account Details J l

Home | Request | Subject-Submitted Request | Account Details | Register Account _|—Ht;-:lp

\_ Step 4: Add User to ABCS




Account Details

Current User List ¢

* User Role ;

* Receive Background Check Results ©  vyes

Mame User Role

_ Step 4: Add User to ABCS




v ABCS Resources

DFPS Background Checks (BC) website
* Resource documents:

» Requesting Access to ABCS

» Using ABCS Training
« ABCS User Guide

http://www.dfps.state.tx.us/Background Checks/ABCS.asp

BC Mailbox

AskCBCU@dfps.state.tx.us

BC Handbook

http://www.dfps.state.tx.us/handbooks/CBCU/default.asp

HHS Enterprise Portal Help

(512) 438-4720
https://hhsportal.hhs.state.tx.us/iam/portal/Home/portalH
ome/help



mailto:AskCBCU@dfps.state.tx.us
http://www.dfps.state.tx.us/handbooks/CBCU/default.asp
https://last.hhsportal.hhs.state.tx.us/iam/portal/Home/portalHome/help

